Help Desk - 813 5480
 Objective Quick Guide
Email – SW EDRM
(Managers and Admin staff)

Service User file plan


Search for a service user file plan in Objective Navigator
To locate a service user’s file plan you must have the SWiSplus reference number. 
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Press Ctrl + F on your keyboard and complete the search screen as indicated below:
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click Get Results - the service user will display in the Results area
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double click on the service user name to open the folder and display the list of files
Searching for a service user’s file plan within Outlook
From the Menu bar select Objective then click the Search icon
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if you haven’t already opened Objective Navigator, it will automatically open and display the search screen – complete this screen as indicated above.
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Shortcuts to a service user’s folder, or a folder in the Corporate file plan, can be saved here.  Once you have searched for the relevant folder:
· right click on the folder title 
· select send / send to handy (make alias) as shown

A shortcut to the folder will now be displayed in your Handy.

Add email to file plan which is NOT available in Handy
When you have an email which should be filed in to the service user’s file plan you should:

· within Outlook locate the email which needs to be dragged and dropped to the service user file
· hold the Windows key on your keyboard, press the left arrow – Outlook will fit into the left half of your screen

· click on Objective - hold the Windows key and press the right arrow – Objective will fit into the right half of your screen
In Objective find the service user by following the search instructions above.

· double click on the service user’s name to display their files
In Outlook:
· left click on the email and drag and drop to the service user’s file in Objective (the original email will remain in your inbox until you decide to delete it – see Delete originals after registering below)

The Add Objects screen displays.  
There is the option to save the email with an attachment, save the email only or save the attachment only:

· select relevant options
· click OK

The Add Document screen displays.  Complete the fields as follows:
· Name - update using the naming convention

· Service User Number - input SWiSplus reference number

· SW Document Type – input the file within which the email is being saved

· Finalise Now – select Yes

Within the Options area, once you are satisfied that you have copied to all relevant sources:

· tick Delete originals after registering 




OR

· leave Delete originals after registering un-ticked if you require to add the email to another service user’s file plan
· click OK

Save a Word document to a service user’s file plan which is NOT available in Handy
When you have created a new Word document which relates to a service user you must save it to the service user’s file plan within Objective:
· select File, save as  and click browse  [image: image2.png]x
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· select Objective from the left hand pane
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· click save  

Add Document screen and Change Type warning displays – click No

Complete the fields of the Add Document screen as follows:

· Name - update using the naming convention

· Parent - input SWiSplus reference number and press the tab key on your keyboard. Objective Navigator screen will display showing the service user folder and files:

 - double click on the appropriate file to select 

· Service User Number - input SWiSplus reference number

· SW Document Type – select relevant file from the picklist
· Finalise Now – select Yes if declaring the document as a record

· leave as No if the document is not ready to declare
· click OK then close the document

Release from Editing screen will display – click Release

Finalise a document (declare as a record)
When a document requires to be finalised (declared as a record) you should:
· find the document

· right click and select:

· Case Workflow 

· Finalise Document

Social Work naming convention

YYYYMMDD Type of document SurnameInitial e.g. 20181203 Appointment letter SmithJ

Naming convention spreadsheet
Every document admin require to save to a service user’s file plan is listed in the naming convention spreadsheet.

The spreadsheet is located in:  ..\..\..\..\Public\Performance and Support\EDRMS\Naming Convention – open read-only
Add columns to the column bar within the file plan

When you have located the service user’s file plan 

· right click on the column bar 

· select show columns

· from list select Declared By
· click Add then click OK - adjust your column width if required

Delete a document
Left click on the document you wish to delete to select it (ensure the correct document is selected as it will be permanently deleted). 
To delete a document you should:

· right click on the document
· select delete  - the document will no longer be visible in the file
Deleted documents are retained for one month in a holding area.  If you require to recover a deleted document, you should contact your Locality Team Leader.

Update the title of a document

If you require to update the title of a document you should:
· right click on the document

· select Properties then the General tab

· update the title
Please email SW EDRM if you require records or finalised documents to be deleted detailing the document Object ID
